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DBS Online Portal: Applying for Online Permits

1. Log Into the DBS Online Portal
Click the “Apply Online” button on the top menu 
bar or click the “Apply” button on the home page. 
If you are not logged in at this time, the system will 
automatically prompt you to login once you’ve 
selected the permit application



2. Pick your Permit Application
Use the search bar to search for the kind of permit you are 
looking for. The system will automatically filter the available 
applications based on the key word or phrase you use

The Application Assistant will begin to drop down suggestions 
that you can pick from which will start the application.
You can also hit “enter” or click the search icon on the right to 
see a full list of permit types that meet the search criteria.

Click “Apply”
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2. Pick Your Project Location

Option A) Search for the address or parcel using the search bar 
on the left of the screen. Select the address you wish you use 
and click “+Add”

Option B) Find the parcel on the map. Select the parcel & click 
“+Add”

Click the  “Next” button on the bottom of the screen after your 
address has been attached to your application
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3. Enter Permit Details
Enter a detailed description of your scope of work and fill in 
square feet and valuation fields when required.
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4. Add Contacts
Click the + sign to add required contacts

1. Use search box to search by name, email or company*
• Search by email for best results

2. Add from your “My Favorites” contact list
3. Manually enter a contact if you can’t find the one you’re 

looking for*
4. Add contact to your “My Favorites” list for future use*

*Note: Contractors must have a specific contact with their license attached to it- contact permits@lynnwoodwa.gov if you cannot find the correct contractor type of contact. Once you do have the correct 
contact, we recommend you add it to your “My Favorites” list for future use!
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5. Complete the “More Info” Tab
This tab may simply have acknowledgments for you to agree to. 
Some permits will have additional info fields that are required to 
be filled at the time of application.

Fill out the required fields & click “Next”
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6. Upload Attachments
When plans are required for submittal, you will see “Required” 
on the attachment card. All other attachments are optional at 
time of application.

Example: Required Documents

Example: Optional Documents
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7. Submit Application
Review the permit summary for completeness & 
accuracy. If all looks good, click Submit!

You may also click the “Back” button to go to the 
previous page or the “Save Draft” button to save 
your progress before you submit. Both buttons 
are available throughout the entire application 
process.

DBS Online Portal: Applying for Online Permits



Once you see your application was successfully 
submitted, you can click the “Continue to Permit” 
button to see your permit summary in the portal!

You can now easily find this permit in your 
Pending Permits” under “My Work” or from the 
dashboard.
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